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National Archives and Records Admin-
istration (NARA).

(3) The heads of Federal agencies are
responsible for complying with the
policies and guidance provided by the
Administrator and the Archivist.

Subpart 101–11.1—Agency
Programs

§ 101–11.100 Scope of subpart.

This subpart prescribes policies and
procedures for establishing and main-
taining an agency records management
program.

§ 101–11.101 General.

Section 3102 of title 44 of the U.S.C.
requires each Federal agency to estab-
lish an active and continuing records
management program.

§ 101–11.102 Policy.

Each Federal agency shall establish
and maintain an active, continuing
program for managing agency records,
commensurate with agency size, orga-
nization, mission, and recordkeeping
activity.

§ 101–11.103 Procedures.

Each Federal agency shall take the
following actions to establish and
maintain the agency’s records manage-
ment program:

(a) Assign specific responsibility for
the development and implementation
of agencywide records management
programs to an office of the agency and
to a qualified records manager.

(b) Consider the guidance contained
in GSA and NARA handbooks and bul-
letins when establishing and imple-
menting agency records management
programs.

(c) Issue a directive establishing pro-
gram objectives, responsibilities, au-
thorities, standards, guidelines, and in-
structions for its records management
program.

(d) Apply appropriate records man-
agement practices to all records, irre-
spective of the medium (e.g., paper,
electronic, or other) on which the
record resides.

(e) Control the creation, mainte-
nance, and use of agency records and

the collection and dissemination of in-
formation to ensure that the agency:

(1) Does not accumulate unnecessary
records;

(2) Does not create forms and reports
that collect information inefficiently
or unnecessarily;

(3) Periodically reviews all existing
forms and reports (both those origi-
nated by the agency and those re-
sponded to by the agency but origi-
nated by another agency or branch of
Government) to determine if they need
to be improved or canceled;

(4) Maintains its records cost effec-
tively and in a manner that allows
them to be retrieved quickly and reli-
ably; and

(5) Keeps its mailing and copying
costs to a minimum.

(f) Standardize stationery in terms of
size, letterhead design, color (of origi-
nals, record copies, and envelopes),
markings that are permitted on enve-
lopes and postcards, and number of sta-
tionery styles permitted.

(g) Consider the voluntary standards
contained in the Table of Standard
Specifications in the FPMR, when de-
veloping agency stationery standards.

(h) Establish agency standards re-
garding the types of correspondence to
be used in official agency communica-
tions, and the number and kind of cop-
ies required and their distribution and
purpose.

(i) Strive to:
(1) Improve the quality, tone, clarity,

and responsiveness of correspondence,
and provide for its creation in a timely,
economical, and efficient manner;

(2) Design forms that are easy to fill-
in, read, transmit, process, and re-
trieve; and reduce forms reproduction
costs;

(3) Provide agency managers with the
means to convey written instructions
to users and document agency policies
and procedures through effective direc-
tives management;

(4) Provide agency personnel with the
information needed in the right place,
at the right time, and in a useful for-
mat;

(5) Eliminate unnecessary reports
and design necessary reports for ease of
use;
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(6) Provide rapid handling and accu-
rate delivery of mail at minimum cost;
and

(7) Organize agency files:
(i) So that needed records can be

found rapidly;
(ii) To ensure that records are com-

plete; and
(iii) to facilitate the identification

and retention of permanent records and
the prompt disposal of temporary
records.

Subpart 101–11.2—GSA
Governmentwide Programs

§ 101–11.200 Scope of subpart.
This subpart contains policies and

procedures prescribed for the following
GSA-managed programs:

(a) The Standard and Optional Forms
Management Program.

(b) The Interagency Reports Manage-
ment Program.

§ 101–11.201 General.
(a) The Standard and Optional Forms

Management Program was developed
and operated by OMB consistent with
the authorities prescribed by the Budg-
et and Accounting Act of 1921. GSA as-
sumed responsibility for the program
on May 29, 1967, through agreement
with OMB.

(b) The Interagency Reports Manage-
ment Program implements 44 U.S.C.
chapters 29 and 31, recognizing OMB
functions under 44 U.S.C. 3504(e) and
OMB implementation under 5 CFR
1320.16.

§ 101–11.202 Governmentwide pro-
grams.

§ 101–11.203 Standard and Optional
Forms Management Program.

(a) General. (1) The Standard and Op-
tional Forms Management Program
was established to achieve Govern-
mentwide economies and efficiencies
through the development, maintenance
and use of common forms.

(2) GSA will provide additional guid-
ance on the Standard and Optional
Forms Management Program.

(b) Procedures. Each Federal agency
shall—

(1) Designate an agency-level Stand-
ard and Optional Forms Liaison Rep-

resentative and Alternate, and notify
GSA in writing of such designees’
names, titles, mailing addresses, and
telephone numbers within 30 days of
the designation or redesignation at the
address in paragraph (b)(4) of this sec-
tion;

(2) Promulgate Governmentwide
Standard Forms pursuant to the agen-
cy’s statutory or regulatory authority
and issue in the FEDERAL REGISTER

Governmentwide procedures on the
mandatory use, revision, or cancella-
tion of these forms;

(3) Sponsor Governmentwide Op-
tional Forms when needed in two or
more agencies and announce the Gov-
ernmentwide availability, revision or
cancellation of these forms;

(4) Obtain GSA approval for each
new, revised or canceled Standard and
Optional Form, 60 days prior to
planned implementation, and certify
that the forms comply with all applica-
ble laws and regulations. Send approval
requests to: General Services Adminis-
tration, Forms Management Branch
(CARM), Washington, DC 20405;

(5) Provide GSA with a camera ready
copy of the Standard and Optional
Forms the agency promulgates or spon-
sors prior to implementation, at the
address shown in paragraph (b)(4) of
this section;

(6) Obtain promulgator’s or sponsor’s
approval for all exceptions to Standard
and Optional Forms prior to implemen-
tation;

(7) Annually review all Standard and
Optional Forms which the agency pro-
mulgates or sponsors, including excep-
tions, for improvement, consolidation,
or cancellation;

(8) When requested by GSA and OMB,
submit a summary of the Standard and
Optional Forms used for collection of
information covered by 5 CFR part
1320;

(9) Request approval to overprint
Standard and Optional Forms by con-
tacting GSA (CARM); and

(10) Coordinate all matters con-
cerning health care related Standard
Forms through the Interagency Com-
mittee on Medical Records (ICMR). For
additional information on the ICMR,
contact GSA (CARM).
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